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UNITZD STATES
DEPART}ENT CF THE INTERIOR
OFFICE OF IDIAN AFFAIRS
Chicego £4, Illinois

INDIAN SERVICE LANUAL = ASSIGNMENT
(Place this letter in front of Manual =
immediately following the cover sheet.)

Sir:

This copy of the lanual, identiried by the number indicated. 1is
essigned to the position et tko Jurisdiction which eppears. in the block -
bslow, . .

S
The Manual is essigned to the position et the jurisdiction and |
is in the custody of the individual occupying that position, . It nust '
not ve removed when the person occupying the position trensfers to a
different position or another Jurisdiction or leaves the Service.
|

Any person subsequently anpointed to the position ahould Place
his name and date of receipt of tlLe Kenugl im the space telow that
of the previous user; rule & line through the neme and date of the
previous user; end notify this Office by letter, the date he essumed
custody of the Manual. Complete records are kept in this Office on
- the assignment of the Marual, by name of individual, title or position.
- Jjurisdiction, mailing address. and dete,

: Keer your llanual currently up to dete at(ell times, It is the
N responsibility of the person heving custody of the lianual to keep it ‘ %
ur to date, The Manual is sutjiset to inspection to see that this is ' ‘
dore, ’ |
' |
If this Nenual is not neaded, advise the Office.
- Sincerely yours,

(Sed) John XcGue,
Acting Commissjioner.

| keoual No, 29 |

e T

o 77T “Custodien — — |- Position and Jurisdiction. | _ Date
: i To Wkick lenual is Assigned

Lidbrarian,

| Anite S. Tilden | Information Division | 10/31/46
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T - UNITED STATES o
i i . - -. ..... DEPARTMENT OF THE INTERIOR ™ "~ .
- Office of Indian-Affairs -~
Chicago 54, Illinois

- -

November 15, 1945.

o

TRANSMITTAL LETTER NO."1

.. Tos..-All Superintendents énd‘Other Adhihiétré£ive Officials of the
) Indian Service (Central Office and Field).

Subjedt! Material for the Indian Service M;nual;

..The attached material is the first to be sent the field in a form
for insertion in a loose-leaf manual. Additional material will be issued
. as it is completed. Instructions regarding the method for keeping the
Manual up to date and on the way the material is organized and presented
are covered in the article designated "Use, Maintenance, and Organization
of Manual". This article should be placed in the front of the Manual
behind the "Transmittal Letters".

The material enclos A herewith covers the Soil and Mbisture Division.

NOTICE

1. Before placing this material in the binder, check
the new pages to be inserted with the list below so
that you are certain all material has been received.

2. Read carefully the article "Use, Maintenance, and
Organization ef Manual",

Material enclosed ‘ Remove old pages| Insert new pages
Indian Service Manual Nonie «-==--4 Cover sheet
‘Check List of
Transmittal Letters " ww=—=— 1 and 2
Use, Maintenance, and
Organization of Manual - " ————ad
Soil Conservation
Table of Contents n wemmeed 54(1) thru 54(4)
- —--=-- —.-—Legal Authority b — o M eeeed 54171(1) " 54111(3)
General Information n —————— 54131(1) " 54131(9)
‘Fiscal : " s==~——a 5L141(1)
Property- M emmee— 4 54142(1) " 54142(3)
Work Accomplishments " —————— SLIL3(1) " 54143(2)
Forms M emeeeeed SLIAL(L) " 5RAA4(2)
General Information : L < 54151(1) ~
Need and Sources
of Cooperation = M e 5L161(1) " 54161(4)
L~ Soil Conservation Districts pe—ew- W ---~4‘5L162(;) " 54162(2)
L O8N
*"  November 15, 1945 . Manual Page 1
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_ ADMINISTRATION .~ FISCAL . .. . Page 242BA(1)

'CHAPTSR 242 APPROPRIATTION ACCOUNTING
SUBCH4PTZR 242B CASH -

PART 242B) PLACERENT AND RHTURN OF DISBURS;NG FUWDS

Sec. 242B4.1 GENERAL. ‘ihen approorlatlons or funds are made availabple,
the Cffice of Indian Affairs is informed thereof by an appropriation
warrant or by an advice of the issuance thereof. The usual allotment
advices are then issued to the field .offices. setting -up the funds which
may be expended under each appropriation. PFollowing and sometimes prlor
to the latter acticn, the Indian Office will initiate a Requisition for
‘Disbursing Funds on Standard Form No. 1027 to have the recessary portion
of the funds made available to the Chisf Disbursing Cfflcer, Treasury
Department, Division of Disbursement, i/zshington, D. C. ' Requisiticns
for funds require approval by the Offlce of the Secrstary and subsequent
action in the Treasury Department and the General Accounting Office; '
therefore, it is usually from ten days to two weeks before the funds
become available, Funds so requisiticned and placed are then available
to the Chief Disbursing Offieer (a) for disbursement upon vouchers sub-
mitted directly by the Indian O0ffiee; or (b) for transfer to accounts
carried by assistant disbursing efficers in the regional disbursing
offices of the Division cf Disbursement, Treasury Department. It is by
means of these transfers that the field offices obtain funds for dis- .
bursement purposes and the folicwing paragraphs ccntain lnstructlons for
accomplishing transfers of- disbursing funds.

Sec, 242B4,2 PLACEMENT OF DISBURSING FUNDS - FCR¥ XO. 1669 Requests
for the placement of disbursing funds by transfer from the main account
of the Chief Disbursing Officer to the:proper regional disbursing office
account of the field office shall be accomplished by means of Treasury
Department, Division of Disbursement, Request for Transfer of Funds to
Regional Disbursing Office Accounts (Form No, 1669), Except under cir-
cumstances outlined in Sec. 242BL:7, the form shall be prepared in sex-
tuple in-the field office, a copy retained there, and the original and
four copies forwarded to the Indian Office, Fiscal Division. Field
offices shall number the forms in-a separate series beginning witn 1

on July 1 of each year. The number should be placed in the upper
right-hand corner beneath the caption. "Adms. foice Ne." which is re-
served-for Indfan Office reference numbers, .

Sqq, 2&23h.3 PREPARATION-OF- FORM. lééﬂ, Extreme care mnst be used in

ceppheding the form to show fully the appropriation- symbols and titles
andr. se numerical disbursing symbol. numbers. for tha Chief Disbursing
Officer, weshlngton, D. C., as well as the numerical disbursing symbol
numbers for the pertinent regional office under.his supervision. The
applicable numerical disbursing symbols may be obtained by request
directed to the regiocnal disbursing officer. A separate Form No. 1669,
shall be prepared for each disbursing symbol, More than one fund may

May 31, 1546 Manual ‘Sec., 242BL.1




Page 24254(2) ADMINISTRATION — FESCAL

be. placed on each form except that gene:a‘ and trust funds. shall not be
combined on one form, .. Requests for transfer of general funds shall be
madc by appropriation base symbols and titles and not by llmlta n desig-
nationg §§cegt irrigation receipt limitation funds should be requested

. by iimitdtion symbols. Requests for trust and tribal funds must be made

by limitation Smeols and tltleS« Funds are to be double spaced on
Form 1569, _ _ A AR Spac

Sec, 242BL.4  APFROVAL OF REQUESTS. The original of the Form No, 1649
shall be signed in the blark space to the left of "approval" (at the
plase indicated on the "Exbi“it") by the superintendent or other-respon-
sible officer authorLZed te certify vouchers. The signature space fol-
lowing thz word "Apnroved" as printed on the form shall be réserved for
use of th, approving offlcer of the Indian Qffice, gAf.

Sec. Zhth.SHANOTIFICATI@NATUf‘mELD OFFICE. Under normal condltions Form
No. 1669, after receipt. and review in the Office of -Indian iffairs, is

‘approved and forvarded immediately: to- the Chief Disbursing Cfficer. After

credit is placed,.the fourth copy of the: form will be returned to the
field office indicating the date.of enedit-given by the Chiasf Disbursing
Officer. The copy.of the Form No. 1669: received from ths Indian Office
shall b¢ used in the field offite as a medium for posting to the Debit
columns under th» proper. apprcpriations in the disuur51ng fand journal.

' Sec. 242BL.6 INITIAL AND . EXFRGENGY. Rg; 'rs. At the bs.glnm.ng of each

fiscal year and in emergencies; ‘when sufficient time is nct available to
request the placement of funds in the normal manner, the Ofifice of 'Indian
Affairs will prepare Form No,. 1669 and furnish the ficld office a copy
thereof. 1In extreme emergencies, field cffices are authorized to request
such action by radio or telegraph. Requests for the. placement of funds
are given special attention in the Indian Office and are transmitted .
promptly to the Chjief Disbursing Officer, who in turn-takes iumediate
action thereon and informs.the regional disbursing officur of the trans-
fer by wire. . The regicnal disbursing ‘office will inform the field office
by formal advice or telegraph if necessary, when it receives transfers
from the Chxef Dnsbursins Offmcer. . o

Sec. .242BL.7 R:'rm OF. g;samsmc FUNDS - GENSRAL APPBDPRIATI.ONS The
return ¢r. txansfer back to .tha account.of the Chief Disoursing Officer,
'asblngton, D. C., of balances or portions of balances of unexpended dis-
bursi!& Mral funds- stand&ng_&&. the credit of the rogional disbursing
Hgan ‘payments for fYeld cffieés also. shall be accomplished by
No. 1669, properly modified. Forms covering the return-of

funds shahl be propared by the : fiold cffices in. original and blght'CODlLS,A.

with the original and seven copies submitted to the Indian Cffice. Lore
than one zppropriation may be listed for: roturn on cach form except that
trust funds: shall not be listed. on this form. Funds—are to be doubie

Sec. 2B lanual Yay 3L, 1946



PLACZENT AND RETURN OF DISEBURSING FUNDS_ Page 242B4(3)

spaced on the form. The form is to be numbered in the same. series as
forms requesting the placement of funds. Copies of Form No, 1669 will
be furnished the field offices after accomplishment. . These copies shall
be used asamedium for posting to the Credit cclumn under the proper
3opropr1atlons in the Disbursing Fund Journal

See, <42B4.8 RETURN OF_DISBURSING FUNDS TRUST FUNDS. Balances of-
trust or tribal disbursing funds, unless otherwise requested by the
Indian Office, shall not be returned or transferred back to the account
of the Chief Disbursing Officer,.‘iashington, D. C.; instead, they shall
be returned directly to the Treasury of the United States by means of
Treasury Form No. 176C. (See Treasury Depurtment, Fiscal Service,
Bureau of Accounts, Division of Disbursument, Clrcular No, 97, dated
February 14, 1946). e

(a) Preparation of Treasury Form No. 1760. Treasury Form

No. 1760, Request fer Repeyment of Uncxpended Disbursing
Balances, shall be prepared in quintuplicate, The form

provides space for listing scveral funds as well as other
pertinent information, such as check number, symbol, cer- 2
tificate of deposit nugiwe®, dat:, and amount, All of the

l1stter information which is below the hecading "Treasury
Department - Division of Disbursement", is for completion

by the regional distursing office.

(b) Disposition of Form Mo. 1760, This form shall be disposed of
as follows: :

(1) Original and two copies shall be transmitted
to the regional disbursing office where the funds
are on deposit. One completed ‘¢opy shall be re~
turned to the agency with the adainistrative copy
of the applicable Certificate of Deposit (Form 1.

“(2) One copy shall be transmitted to the Ipdian.
Office, attention "Fiscal-Control."

(3) One copy shall.be-retainad'for'aéency'£iles.‘;

ng. ZLZBL 9 QUARTZRLY RQ; =5T FOR,FUNDS aftuv the first request for

~ far of funds, requysts sh oe made quartgrly for additional funds

Gkbcd. to be requlrgd for the ensuing quarterly period. %hile ficld
3858 should scek to maintain gt all times disbursing balances ade—-

quate to meet current needs, excessive btalances shall not be maintained,

May 31, 19L6 © Manual Sec. 2L2B.L.8
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Sec. ZLZBL 10 RETURN.CF PUNDS UNDER EXPI‘QLT\I" ALLO’I‘MENTS - -Near-the close
of "a fiscal year, when vgllablllty of the'current annunal appropriation
expires by limitatlon and at other times’ when tha availability of an -
appropriation isknown to be about to expire,’ unobligeted balances of
disbursing funds shall be released gromgtlx by transfer back to the Chief
Disbursing Officsr's account; also in the case of allotments under apnr o~
priations no longer. avallable for obligation,. there shall be returned (as
scon as possible~and: Yot -later than thrée .months after the expiration
-daté of availability) to the account 'of the Chief. Disbursing Officer, all
."of the available disbursing funds ‘except that portion ngcéssarily reserved
for liquidation of outstanding (unliquidated) obligatlons whieh are tec be
paid locully. .

Sec. 24254 ll TRANSFER BETWE“V RHGIONAL DISBURSING OWFICEo. Occasion-
ally there will be demand for the transfer of : amount,s carried in the
special deposit-account of a regional disbursing office, such as v1ctory
and withholding tax deductions er war bond purchase allotments.to the
special dep081t account of ancther regional disbursing office, If ths
trensfer is due to a change in the assigrmant of personnel within the
Department of the Intericr, and the symbol and titls of the: fund is not

to be changed, it shall be requssted on Treasury Form 1669. The heading
.0f the form. should show the regional office to receive the transfer and
the regional office to make the transfer of the ~mount involved; and in

the body of the form should be shown (1) the name,. title, activitj, and -
location of the administrative officer to receive advice of the funds
transferred. Treasury Form 1669 shall be prepared in such cases in the
same nunber of coples as for a-return of funds to the Central Office
accounts, and o similar number of copies shall be forwarded to this Offics.

Sec. 242B4.12 TRANSFERS BETWEEN TWO DEPARTMENTS -~ USE FORM 1046, When a
transfer of special depos;ts similar to the above results from a change in
the assignment of personnel between two departments,' and the symbol and
title of.the fund is to be chenged, the transfer shall be accomplished by
a Schedule of Transfers - Special Deposits (Standard Form No. 1046) pre—
pared in septuple. The symbol ond titls of the fund to be charged will
be shown in the column headed "Detailed Descripticn of Purpose for Which
Collections Were Received." Ths symbol and titls of the fundé to be cred-
. ited will be shown in the column headed "Fund to be Credited." The dis-—

- bursing offiee symbol number in the heading of the form will be that of
-the office to which the form is submitted:for. action, The name of the
Chief Disburaing Officer and symbol of the disbursing offics to which the
funds are ta“ be transfdrred will be shown in thé sixth column under the
nome and symbol of the fund to be credited. One’ cepy shall be -retained in
‘the field office and used as a posting modium in the disbursing fund journal.
The original and five copics will be transmitted to the rcgional disbursing

.. Sec..242B4.10 “Manual May 31, 1946




PLACEMENT AND RETURN OF DISEURSING FUNDS __Page 2L2BW(5)

office will, upon receipt of the forms, draw a check and deposit it on
Form No. 6599, and forward a copy of the certificate of deposit and .
three copics of Standard Form No. 1046 to the disbursing office to which
the funds are to be transferred. The administrative officer concermed
with the availability of the funds will take them into account in his
disbursing fund journal upon receipt of a copy of the Standard Form

No. 1046 from his regional disbursing office, using that form as a
posting medium, : A

May 31, 1946 Hanual



ADMINISTRATION - FISCAL Page 242B15(1)

CHARTER 21,2 A.PH%OPRIATION ACCOUNTING
" 'SUBCIPTER 242B CASH

PART 242B15 EXCEPTIONS TO ACCOUNTS OF REGIONAL DISBURSING OFFICES.

Sec. 242B15.,1 ADMINISTRATIVE EXCEPTIONS., Exceptions noted by the
Office of Indian Affairs in the administrative examination of accounts
of regional disbursing offices of the Treasury Depaytment, vill be pre-
pared in letter form and addressed to the superintendent or the admin-
istrative officer in charge of the field office involved. Three copies
of the exception  letter will be forwarded to the General Accounting Of-
fice for consideration by that office, Exceptions will be stated to
indicate whether answers are required and in those cases where all the
exceptions contained in an exception letter are adv:.sory in character s
an answer thereto will not be required. :

Sec, 242815 2 REPLIES TO ADL{INISMIVE EXCEPTIONS, Administrative ex-

ception letters that indicate replies are required, will be answered in
triplicate by the administrative officers in charge of the field offlces,
direct to the Office of IndiAn Affairs as soon as practicable, and in any
event, within 20 days aftey reesipt thereof. The repliss to the admin-
_istrative exception lettems will bear appropriate reference notations in
the upper left-hand corner.corresponding to the legend appearing on the
administrative: exception letters. This also applies to other correspond-
ence relating to the subject matter contained in administrative exception
letters. Supporting - papers, if any, will be submitted in duplicate, un-
less othervise required, and attached to the replies to oxception letters.

(a) Text of Replies to Administradive Exceptions: ‘A complete
taxt of cach exception requiring an answer is not necessary.

A brief statement, identifying the axception involwved should
be given, followod by the answer referring therein to any sup-
porting papcrs submitted. o

(b) Citations to Supporting Documspts, etc. Letters or other
corrcspondance - inoluding vouchers, official receipts, etc.,
will rofer to tho disbursing officor, his symbol number and
both the disbursing office and bureau voucher ‘or other docu-
.ment number to which tho excoption has been taken.

{¢) Separate Letter for Requests For Approval. Vhen an ex—
_geption has been taken to an unauthorized expenditure, the
- ~oadmirdstrative officer's request. for approval or for a-

modified autharity, as the case may be, will not be incor-
porated in-the answars.te exceptions but submitted as sepa~--
rate communications. Such requests will contain references
to dates of exception letters, account numbers and months
involved, and a quotation of the text of the exceptions.
Such communications will also contain full justifications
for the expenditures and explanations of the reasons for
mourring them without advance authority.

May 31, 1946 Ma.nua]_. Sec, '242815.1
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Sec. 242B15,3 ADMINISTRATIVE ACTION Oif FEPLIES. Vhen answers to admin—

istrative exceptions have been recgiVed by the Office of Indian Affairs s
they will be reviewed and transmitted; with supporting papers, to the

Audit Division of the General Accounting Cffice, Administrative excep-
tions requiring continuance, ori -accolnt ‘of-the insufficiency of replies
or materials submitted, will be forwarded. to the.General Accounting Of-
fice on Indian Office Form letter No. 5-203;.73 ‘copy of which will be

mailed to the field office involved for answer in triplicate direct to ‘

~ the Indian Office within 20 days after receipt thersof. In those cases

where all answers to administrative exceptions taken to an account are
satisfactory, the exceptions will be removed and the field office s as

‘well as the General Accounting Office, advised as to the action taken.

Sec. 242Bl5.,, GENERAL ACCOUNTING CE _EXCEPTIONS. General Accounting
Office exceptions stated on:Standard Form No. 1100-Revised, relative to
the regional office accounts of the Chief Disbursing Officer of the
Treasury Department, & copy thareof, and two blank Standard Forms 1100a—
(copies for administrative use) will be- forwarded by the Offics of Indian
Affairs direct to the field office involved. One copy of the exception
will be retained in the files of the ‘Indian Office. Since no provision
has been made for the distribution.of blank Standard Form No. 1100-Re-
vised, it is essential that all exceptions stated on this form be care—
fully preserved until such time as complete replies can be prepared thare-
on. Blank Standard Form Mo. 1100a (copies for administrative use) are

- available for distribution. Each field office shall make requisition: for
S a _supply of Standard Form 1100a commensurate- with- its requirements,

Sec. 242315.5 ‘REPLIDS TO CENZRAL ACCOUNTING OFFICE EXCEPTIONS. Replies

- to exceptions. stated on Standard Form No. 110O-Revised .1l be prepared

at the field offices on the original cnd carbon .copy in the. space pro—
vided therefor below the exception. .In those-cases where more space is
required to complate the roply,; a letter-size sheet of ‘plain whits paper,
containing the required information and identified with the particular
disbursing officer's voucher number and accounting period to vhich the
cxcoption has been taken, may be ugad, but oard will be excrcised to the
cnd thet such shoeta will be .dasignatod. "Standard Form No. 1100-Revised —
Pago 2, otc." Coples of. the axception and-reply thoreto will then be pre-
parcd on thae two 'blank Standard Forms No. 1100a. ’

(a)'mg‘osificn of Co'gios of Rog‘ 1lios. ‘Roplios to 211 oxceptions

staged-on Standerd. Form No. 110Q-Raviscd;. concorning tho rc-—
ppieffice accounts of the Chiof Disburaing Officor, will

be’ 1 tad to: the Indian Office, httontion, Piscal-Accounts,

in. t¥iplicate. ‘The. romaining copy of the axcoption and reply

therato, on Standard Form No. 11002, will be retained by tho

ficld offica. Do - BN

Sec. 242B15.3 © 0 Manual My 31, 1946




 EXCEPTIONS Page 242B15(3)

(b) Reference to Collection Documents and Symbolss All repay-
ments on account of exceptions stated by the Audit Division of
the General Accounting Office on Standard Form No. 1100-Revised,
will be reported by the certifying officer by referring in his
reply to the Schedule of Collections (S. F. No. 1044-Revised)
or to the Schedule of Voucher Deductions (S, F. 1096) on which
the collection has been reported. If by reason of an excepted
item a collection is made and shown in the accounts of a dis-
bursing officer other than the disbursing ofricer whose name
is indicated in the heading of the notice of exception, the
name and symbol of such other officer or agent shall be indi-
cated in replying to the s2id exception.

(¢) Signing of Replies to Exceptions. As the "Reply to Ex-—
ceptions" on Standard Form No. 1100-Revised provides for
only one signature opposite the caption "Administratively
Verified", the superintendent or administrative officer in
charge of the field office shall sign his name and insert
the date on which the reply was prepared. The space "Dis-
bursing or Certifying Officer" at the bottom of the form
will be left blank for completion in the Division of Dis-
bursement of the Treasury Department, in the event that the
exception is statéd in the name of the Ciief Disbursing
Officer. :

Sec, 242B15.6 CROSS REFERINCES AND FILES. References to exceptions as
well as the action taken or the status thereof snall be fully noted on
all documents (vouchers, etc,). Appropriate files shall be established
in the general files of the agencies for all exceptions taken and
answered. For the responsibility of certifying oificers, see Part 242Bl18,

Zay 31; 1946 | Manual Sec. 242B15.6
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ADMI”IST'RATTO\I - FISCAL Page 244A11(1)

CHAPTER 24/ RuCEIPTc AND RuVENUEb ACCOUNTIIG
SUBCHAP’I‘ZR 244A RECO‘?DS MID PROCEDURLS

PART 244All DEPOSIT PROCEDURDS

Sec. 244A11.1 DAILY DEPOSITS.

(a) Form of s;gggpure.. Certificates of deposit must be dated

and manually signed in ink by a duly authorized officer or em-
‘ployee followed by the title of such officer or employse, If

deposit is made by a special dlsbur31ng agent his disbursing

symbol shall also be shown. . -

(b) A Record. Shall be Maintained of All Items Deposlted. ‘A
record.shall be maintained of all items depos;ted~to ‘enable
‘identification of each item with the applicable certificate
of deposit. The cash receipts journal will serve this- pur-
pose when maintained in accordance with section 24A2.7.

(¢) Sorting and Listlgg of Items, Sorting and listing of
items shall be in such manner as may be orescrlbed by the
Secretary of the Treasury.

(d) Endorsements. There should be stamped on the face or
includad in the endorsement of each check the words "This
‘check 1is in payment of an obligation to the United States
-and ‘must be paid-at Par. N.P.", followed by name and title. -
A check is not paid by the bank on which it is drawn until
the proceeds thereof have been .received in actually and
>.f*nally collected funds: All checks should be endorsed,.

. ."Pay to the order of any Fedorzl Reserve Bank or branch

or Genaral Depositary. fdr credit to the Treasurer of the
‘United States,

Date . Stamp olgnature and Title of
, Depositor.”

(e) Insurance Mot Required. Deposits, while in the course
of shipment to depositaries, are protected under the pro-
visions of the Government Losses in Shipment Act, as amended
(U.S.C. Title 5, Secs. 134-134h), (Treasury Deoartment Cir-
culars, Nos. 576 and.577). Deposits shall be sent by regis-
tered mail, however, and the minimum foe only together with
the surcharge, shall be patd (U.3. Postal Guide, Page 177).

May 31, 1926 Manual Sec, 244411.1

All collections, whether in cash checks,
money orders, or bank drafts, shall be deposited: by the Indian Servmce
special disbursing agent daily through the Federal Reserve Bank for
credit with the Treasuer of the United States, using for this purpose,
Certificates of Deposit, (Treasury Torm Mo. 6599).
on the reverse side of the certificate of dep031t or on a sheet attached
thereto a list of the items composing the deposit, ~ The analysis by
appropriation or receipt account need not be shown on Certiflcate of
Daposxt (Form 6599). .

There shall be shown




Page 244A11(2) . ADMINISTRATION - FISCAL _

(f) Debit Voucher Form 5504-Revised. iThen Form 5504 is received
from depositaries for uncollectible and lost checks with noti-~
fication that check is not recovered, these should be reviewed
immediately and if such data recorded on reverse of debit vou-
cher are correct, the quadruplicate copy should be signed in-the
"space provided on reverse of the form and immediately returned
to the depositary. If correction is necessary, this should be -
noted on the copies and initialed before returning the deposi-
tary's copy. ' At the request. of the depositary and upon receipt
. therefrom of the unpaid check, or in case an unpaid check is not
recovered by the depositary, a notification to that effect, -¢iting
the reasons therefor, a full sat of debit voucher, Form: Vo. 5504~
Revised, shall be completed, except affixing siganture, and.
transmltted at once to the depositary for execution and return
of the triplicate and quadruplicate copies. If an unpaid check
is returned, accounts should be adjusted and the amount collected.
If a check is lost, whether before or after deposit, accounts
should be adjusted and immediate request made that the drawer
stop payment on the check and forward a duplicate thereofs -

(g) Agreement of Indemnltj. In the event it is not possible to
obtain replacement of a lost check without an agreement of’ in-
demnlty, the case should be transmitted through the Indian Office
to the Treasury Department, for attention of the Division of
Deposits with complete information including a description of .~
the instrument or document, together with certified copies of

all correspondence relating to the loss and to the effort made

to obtain replacement; a statement clearly demonstrating the
nccessity for replacing the instrument or documsnt; and recom-
mendations that the Secretary of the Treasury exccute and deliver
an agreement of indemnity. . ‘

Sec. 244A11,2 LETHCD OF DEPOSIT. When a depositor's hoadquarters is sit-
uated in the same cxty or town with a Federal Reserve Bank or Federal
Reserve ‘Branch Bank, the entire deposits shall be made therein; otherwise
(except as prov1ded in section 244A11,3, cash shall be exchanged for
postal money orders, or forwarded by express or registered mail, Such
postal money orders, together with checks, duly ondorscd, shall be trans—
mitted to the said bank by first class mail. Qelmbursements on Voucher
for Potty Purchases, Form No. 1129, for money order faes, express charges,
and registry fees are authorized from funds allotted for administrative
cxpenses of the jurisdiction.
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__DEPCSIT PROCEDURES - Page 244A11(3"

Sec. 244A11.3 WHERE GENERAL DEPOSITARY. Should there be locatsd in the
same city or town with the office of the Indian Service special dis-
bursing agent, a bank which is designatcd as a Gencral (Government) De-—
positary, the collections shall be depositod thercin for official credit
with the Treesurer of the United States, and the checks, otc., forwarded
to the Federal Reserve Bank or branch thorcof. _

Sece. 244A11.4 CREDIT ACCOMPLISHED FORM NO. 522 Credit shall not be
claimed in the accounts for doposits to the official credit of the Indian
Service special disbursing dagent until the accomplished (SLgnod) cortifi-
catcs of Deposit (Troasury Form No. 6599) have boen received from the de-
positary. Deposits not complcted shall bc shown in the account 03,18,
Deposits in Transit, and so reported at tho emd of the month in theﬂanaly~
sis section on tho rcverse of tha account current.

Scec. 244A11.5  SEPARATE NULBERING, Each fisecal ycar a separatc scrics
of numbers for Certificates of Daposit (Trecasury Form No. 6599 and
Treasury Form No. 1-Revised) shall be used by depositors.

Sec. 244A11.6 DEPOSITS TO CREDIT OF UNITED STATES. When collections,
which have been deposited with the Treasuer of the United States to the
official credit of the Indian Service special disbursing agents on Form,
No., 6599 are to be transferred to the credit of an appropriation or re-
ceipt account, an official check shall be drawm by the I,3.S.D.A. and

Certificate of Deposit (Treasury Form No, 1-Revised) shall be used and

there shall be shovn thereon the proper receipt or appropriation account
to be credited. This information shall be typed on the face of the form,
or if space does not permit, then on the reverse of the certificate of
deposit, or on a separate sheet securely attached to the certificate of

" deposit.

Sec. 244A811.7 RLFER&NC 3 TO SCHEDULES. .Zach Certificate of Deposit
(Treasury Form No, l-Revised) shall bear reference on the reverse side
thereof by number, date, and amount to the Schedules of Collections
(Standard Form No. 1OL4-Revised) and Schedules of Transfers - Special
Deposits (Standard Form No. 1046-Revised) on which the collectlons are
listed,

Secs 244A11.8 ACCOMPLISHED CREDIT, FORM NO: 1-REVISED, Credit may not

be claimed in the accounts for deposits to the credit of the United States
until the certificates of deposit have been duly accomplished by the de-
positary bank. The date indicated on such Certificates of Deposit (Treas-
ury Form No. l-Revised) by the depositary shall determine the accounting
period in which credit shall be claimed therefor,

Sec, 244A11.9 TRIMONTHLY DEPOSITS, FORM 1-REVISED. Certificate of Deposit
made on Form l-Revised for Miscellansous Collsctions shall be made on the
5th, 15th,.and 25th of each month-(or the following day if these dates fall
on Sunday or holiday) but shall cover only the deposits for which accom-—
plished Certificates of Deposit (Treasury Form No. 6599) hzve been received.
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This form shall contain a complete analysis of the deposit. ‘Separate
Certificates of Deposit (Form l-Revised).shall -be made.to covaer colleg—
tions scheduled cn Standard Form No. 1044-Revised in different. accounting
periods and reported on different accounts current,

Sec., 244411,10 MISCELLANEQUS COLLECTIONS ~ TUO CLASSES. In depositing
Miscellaneous Collections to the cradit of the United States, it is nec-
essary that separate Certificates of Deposit (Form l-Revised), check, and
Report r“o:c'm-s—638 be accomplished for each class of funds as follows:

(n) Htscollaneous Collections (Refunds and Repayments)
(b) miacellaneous Collections (Revenuas)

.Sec. 24,411,111 DETERIINATION OF THE CLASSIFICATION OF APPROPRIATION .

CREDITS. Refunds are generally identified ond defined as recoveries of
erroneous oxpendituras and overpayments whilc Repayments represent other
reimbursements properly creditable to appropriation accounts. Revenues
arc usuelly derived from sale of resourdes or from other capital income
producing activitiss. -

Sec. 244411.12 REPCRT OF DEPOSIT FOE!#5—638 - SCOP“ PURPOSE AND PREPA—
RATION. . This rcport shall be submitted to cover all deposits. . madeé .on. Form
No. l-Rev1sed for the account of the Indian Service by Indian Service: . .
special disbursing agents and by reglonal disbursing offices for fleld
units. The report is requiraed by the Office for the audit and verification
of all deposits made and accruing te. the account of the Indian Service.. ..
,(Note- The printed instructions'appearing on the present supply of Form
No. 5-638 are generally obsolete and ineffective,) Only the original of
this form (copy retained far agency file) shall be submitted to the Indian
Qffice. (Fiscal~Control Section), except when the doposit covers a credit to
the revolving loan fund (14X2909) it shall bo submitted in duplicate,
Copies of this form need not accampany Form l-Revised unless it is used to
cover. the analysis of the deposit. This form,shall be_prcpared to contain
the following information: . -

‘(a) Numbéred by. commencing with 1l each fisecal year, preceded by
unit number; for example, No. 3—1 would lndicate Unlt ho. 3 and.
Report No. 1.

(b) Indicate check numberl date and amount of deposit on llne
provided for this purposs. -Whon the doposit .is mada by the re-
gicnal office for the umit this information will not be avail- .
able. and in those cases not on this line "Deoosxt made by

~ regional disbursing office.". .

(c) Account of Miscellaneous Collections. This headlng shall be .
followed by the title of the class of deposit covered by the report;
for cxample, Uiscellansous Collections (Refunds and Repayments) or
Miscelleoneous Collections (Revenue)..

(d) Symbol number of appropriation, fund or rccelpt account to be
credited -with the dsposit shall be given in the column provided
for this purpose.
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(e) Show title of account, correspond;ng with symbol, tobat Ered
ited with deposit. .In the space provided for ths -analysis.im-
médiately below the title give a brief gnd’ explidit explanat‘iou
of the source or nature of the’ collection ‘being. deposited, -

(f) The amount colggg should show the ampunt credltabla to the
respective :account, . . -

(g) When more than one item is’ covered by t.he report ‘the tpta;l
- shall be lndicated 1n the space provided at the bottom of the fogm.

'(h) The repdrt sh be s;gn by'éﬁ duihorized.officer and ahow
. name of unit. . 4 P
ST N RECONE

(1) The number and date or tho colloc&ihn dpcument and Certifir
" cate of Depovsit, (Form l-Revised) cd&ering the daposit §hall be .
shown in the body of the form. .. . - .

Sec, 244A11.13 CREDIT TO REVENUE ACJOUNTS — ANALYSIS ON_FORM 5_ 38. De-
posits covering Revenues for credit to various recelpt accounts shall be
supported by a brief and explicit sxplanation as to the source of the col-
lections in order that the correctness of the accounts credited may be
readily determined by the Indian Office, For specific general fund receipt
accounts, the source analysis is not, necessary. Credits to trust fund
receipt accounts will invariably require a source analysis (See Exdtibit
Field J.V, No, 3-1).

Sec. 244411,14 CREDITS TO APPROPRIATION ACCOUNTS — ANALYSIS OMN FORM 5-6-
Deposits for aredit to appropriation accounts shall be identified as Re-
funds or Repayments and grouped accordingly under these headings on the
report (See Exhibit Field J.V. No. 3-2). The analysis for Refunds shall
make full accounting reference to the vouchers to which they relate and

a notation of the allotment ledger accounting therefor. (Refunds are ac-
countable as reverse entries in the audited vouchsr column of the applice
able allotment ledger accounts provideq the fund or allotment account has.
not lapsed), Repayments also shall be briefly explained as to the nature
or source, making referonce to Form 1080 when such dogument supports ﬁe
collections. (Repayments are not accountable through allotment ace
however, a statement to this effect shall appear on the rcport to inguro
accuracy of accounting therofor and to avoid confusing these oredits with
refundsj. '

Secy 244A11. 15 DEPOSITS BY REGIONAL DISBURSING QFFICES - MISC LLANTG
c REVENUES OR REFUNDS AND REPAYMENTS). At fiold offies¥!wherc

shall be submitted to the Indian Offico to covor deposits of misee.,,' géus
collections. This form should be proparcd at the time of the prepapsfion
of the Schedule of Collections (Forn 1044~Reviscd) and should ba heigdiat
the field offico until the accomplished schoduie of collections s pe
ceived fram tho rogional office, the rcport should thon be immedia
comploted to show the certificate of deposit numbey and date and 29 cd
to the Indian Offica.
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Sec. ZZ.ZudJ. 16 ‘DEPQSITS BY REGICNAL DISBURbL’G OFFIGES’ = FORM 1096 TRANS-

ACTICNS. A Report of Deposit, Form 5-638, shall be ‘prépared and submitted

to the Indian Office by the administrative officé’for deéposits made by

"~-"regional dlsbursxng offices and originating from Form 1096 transactions.

The report shall; contain a complete analysis and reference as prescribet
herctofore and shall be for the account of Mlscellaneous Collectlons
(Revenue or Refunds and Repaymsnts) .

See, 241mll 17 QOSIIS BY REGIONAL DIS URSINC- OFFICE«- UNEXPE‘\IDED

BALANCES. A Report of ‘Deposit}” Eorm,5-638, shall be pxepared d and sub-
mitted to $0- the . Indian 0ffice by tha- field ‘offices concegned for the: de-
posit of unexpendsd balances inaBprope ation accountgigy the regional

' disbursing officose Deposits should made At the cleose of fiscal

years teieovor appropriations which hava “lapsed.- These deposits shall
be made:for the account of Uncxpondod Balhntés._r;. 9 _

e’
3 d
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